
Instructions for Viewing the Laptop Cart Calendars 
 
 

• Open Outlook 
• Click on the Tools menu > Email accounts 

 
 

• Click Next 

 
 

• Click Change 

 



• Click More Settings 

 
 

• Click on the Advanced tab 

 
 

• Click the Add button 

 
 

• Type “LANIEM” in the Add Mailbox dialogue box and click OK. 

 
 
 



• Click OK again 
• Click Next 

 
 

• Click Finish 
• Click on your Calendars list, then click on “Open a Shared Calendar.” 

 
 

• In the Open a Shared Calendar dialogue box, type “LANIEM” 

 
 

• Click OK 
• Close and reopen Outlook.  

 
 
 
 



• Click on Calendar 

 
 

• You should see a number of new calendars in your My Calendars list; among 
them will be Lear Laptop Cart and Macbeth Laptop Cart. 

 
 

• Call or e-mail if you have trouble. 
  

 
 

 
 


